A follow-up study of the 1967, 1968, and 1969 clerical-secretarial graduates of Lake Region Junior College, Devils Lake, North Dakota, with implications for curriculum revision by LaBarre, James E.
University of North Dakota
UND Scholarly Commons
Theses and Dissertations Theses, Dissertations, and Senior Projects
6-1-1970
A follow-up study of the 1967, 1968, and 1969
clerical-secretarial graduates of Lake Region Junior
College, Devils Lake, North Dakota, with
implications for curriculum revision
James E. LaBarre
Follow this and additional works at: https://commons.und.edu/theses
This Thesis is brought to you for free and open access by the Theses, Dissertations, and Senior Projects at UND Scholarly Commons. It has been
accepted for inclusion in Theses and Dissertations by an authorized administrator of UND Scholarly Commons. For more information, please contact
zeineb.yousif@library.und.edu.
Recommended Citation
LaBarre, James E., "A follow-up study of the 1967, 1968, and 1969 clerical-secretarial graduates of Lake Region Junior College, Devils
Lake, North Dakota, with implications for curriculum revision" (1970). Theses and Dissertations. 574.
https://commons.und.edu/theses/574
A FOLLOW-UP STUDY OF THE 1967, 1968, AND 1969 CLERICAL-SECRETARIAL 
GRADUATES OF LAKE REGION JUNIOR COLLEGE, DEVILS LAKE, NORTH 
DAKOTA, WITH IMPLICATIONS FOR CURRICULUM REVISION
by
Janes E, LaEarre
Bachelor of Science, Kayville State College 1965
An Independent Study 
Submitted to the Faculty 
of the
University of North Dakota 
in partial fulfillment of the requirements 
for the degree of 
Master of Science




This independent study submitted by James S. LaBarre in partial 
fulfillment of the requirements for the Degree of Master of Science 
from the University of North Dakota is hereby approved by the Faculty 
Advisor under whom the work was completed.
Chairman, Business Education Dept.
U  // Advisor -^7
430560ii
Permission
Title A Follow-Up Study of the 196?, 1963, and 1969 Clerical-Secretarial
Graduates of lake Revlon Junior College, Devils Lake, North_____
_________ Dakota. With Implications for Curriculum Revision___________
Department________________Business Education _____________________________
Degree____________________ Master of Science____________________ ;_________ _
In presenting this independent study in partial fulfillment of the 
requirements for a graduate degree from the University of North Dakota,
I agree that the Library of this University shall make it freely avail­
able for inspection. I further agree that permission for extensive 
copying for scholarly purposes may be granted by the professor who 
supervised my independent study work or, in his absence, by the Chairman 
of the Department or the Dean of the College in which my independent 
study work was done. It is understood that any copying or publication 
or other use of this independent study or part thereof for financial 
gain shall not be allowed without my written permission. It is also 
understood that due recognition shall be given to me and to the 
University of North Dakota in any scholarly use which may be cade of 
any material in my independent study.
iii
ACKNGWLEDGMSOTS
The writer would like to express his appreciation to Dr. Roger 
J, Eloomquist for his guidance and assistance in the writing of this 
study.
Appreciation is extended to Kr, Frank Praus, Chairman of the 
Business Education Department at Lake Region Junior College, for his 
advice and assistance during the preparation of this study, and to 
the Clerical-Secretarial graduates who participated in this study 




ACKNOWLEDGMENTS .............................................  iv
LIST 0? T A B L E S .............................................  vi
A B S T R A C T .................................................... viii
Chapter
I. INTRODUCTION ......................................... 1
II. RELATED LITERATURE..................................  6
III. PROCEDURES.........    14
IV. F I N D I N G S ............................................. 16
V. SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS ............





1. Number of Questionnaires Returned by the Clerical-
Secretarial Graduates of Lake Region Junior College ........  17
2. Present Employment Status of the Clerical-Secretarial
Graduates of Lake Region Junior College . . . . . . . . . . .  17
3. Occupational Status of Clerical-Secretarial Graduates of
Lake Region Junior College, Immediately after Graduation . . 19
A. Present Occupational Status of the Clerical-Secretarial
Graduates of Lake Region Junior College .................. . 20
5. Length of Time Spent on the First Job by Clerical-
Secretarial Graduates of lake Region Junior College , . . . » 21
6. Reasons Given for Leaving the First Job by Clerical-
Secretarial Graduates of Lake Region Junior College . . . . .  23
7. Business Courses Taken by Clerical-Secretarial Graduates
of Lake Region Junior College ................  . . . . . . .  24
8. Degree of Preparation Received in Business Courses by the
Clerical-Secretarial Graduates of Lake Region Junior College. 26
9. Business Courses Used on the Job by Clerical-Secretarial
Graduates of L?.ke Region Junior College . . . . . . . . . . .  27
10. Number of Respondents Listing Business Courses That Were
Most Helpful on the Job ............... 28
11. Number of Respondents Listing Business Courses That Were
Least Helpful on the Job . . . . . . . . . . . . . . . . . .  29
12. Additional Business Courses Taken by Clerical-Secretarial
Graduates Since Leaving lake Region Junior College . . . . .  JO
13. Reasons Given for taking Additional Course Work . . . . . . . .  3L
14. Business Courses Which Should be Taught at lake Region Junior
College, As Listed by the Respondents . . . . . . . . . . . .  J2
vi
Table Page
15. Clerical Duties Performed by the Clerical-Secretarial
Gre-duates of Lake Region Junior College and Preparation 
Received . . . . . . . . .  ........  . . . . . . . . . . . .  34
16. Secretarial and Stenographic Duties Performed by the
Clerical-Secretarial Graduates of Lake Region Junior
College and Preparation Received . . . .  ........  . . . . .  35
1?. Bookkeeping Duties Performed by the Clerical-Secretarial 
Graduates of Lake Region Junior College and Preparation 
Received  ........ ...................... .............. J,6
18. Office I-iachines Operated by the Clerical-Secretarial
Graduates of Lake Region Junior College and Preparation 
Received  .................... .............. 38
19. Problems Encountered in the Early Stages of Work by Clerical-
Secretarial Graduates of Lake Region Junior College . . . .  40
vii
ABSTRACT
The purpose of this study was to determine the strengths and 
weaknesses of the present Clerical-Secretarial program taught at 
Lake Region Junior College, Devils Lake, North Dakota.
A questionnaire-opinionnaire was mailed to the 196?, 1968, and 
1969 Clerical-Secretarial graduates. Returns were received from 78.5 
percent of the graduates.
The returns showed that two-thirds of the respondents were 
employed full time. The majority of the respondents were employed as 
secretaries, general clerical workers, "bookkeepers, and "tank tellers.
The balance of the respondents were employed in numerous other 
occupations. Almost two-thirds of the respondents left their first 
job within twelve months of employment. Twenty-three percent of these 
left to continue their education and training.
Principles of Accounting, Office Fractice, and Business Machines 
were the most popular courses taken in college. These three subjects 
were also listed as being used the most on the job. The respondents 
listed Typewriting and Office Practice as the courses being the most 
helpful on the job. Shorthand was listed as being the least helpful. 
Additional business courses had been taken by a small number of the 
respondents.
Typing envelopes, handling incoming and outgoing mail, and indexing 
and filing were the clerical duties performed by the largest number of
vili
of respondents. The secretarial and stenographic duties performed by 
the largest number of respondents were receiving callers, proofreading, 
and composing letters. Keeping a checkbook, making orginal entries, 
and posting were the bookkeeping duties performed by the largest 
number of the respondents. The office machines operated by the largest 
number of respondents were the electric typewriter, copying machines, 
and ten-key adding-listing machines.
In general, the respondents felt that the training received at 
lake Region Junior College had adequately prepared them for the world 
of work. However, they felt that some training should be given on the 
copying machines, posting machine, and electronic calculator. They 
a.lso felt that increased emphasis should be placed upon human relations, 




Devils Lake is located in central North Dakota approximately 
one hundred miles west of the Red River and seventy miles south of the 
Canadian "border.
Lake Region Junior College, formerly known as Devils Lake Junior 
College, was established in 19^1 as a part of the Devils Lake Public 
School system. As the junior college movement gained momentum in the 
latter 1950's, the Community College Corporation was established to 
promote the development of the college. As a result, the college 
moved to a new campus in time for the 1966-1967 academic year. In­
cluded in the facilities on the new Lake Region Junior College campus 
are fourteen classrooms in an educational center, library, gymnasium, 
men's and women's dormitories, residence dining hall, and student 
union*
The Lake Region Junior College provides persons of the Lake 
Region and surrounding areas with an opportunity to enroll in higher 
education for the purpose of obtaining an associate of arts degree, 
the general college education courses, or a terminal diploma in a 
major vocational field.
Among the vocational programs offered is the Clerical-Secretarial 
programs. This program contains four different curriculums from 
which the student may choose. The four curriculums are the:
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(1) one-year clerical curriculum; (2) two-year clerical curriculum; 
(3) one-year secretarial curriculum; and (4) two-year secretarial 
curriculum.
The Clerical-Secretarial program has been revised repeatedly 
to keep abreast of the demands of business. However, no attempt has 
been made to conduct a formal survey of its graduates to elicit 
their reactions as they relate to the strengths and weaknesses of 
the present Clerical-Secretarial program.
Statement of the Problem
The problem of this follow-up study was to determine the 
strengths and weaknesses in the Clerical-Secretarial program offered 
at Lake P.egion Junior College.
Purpose of the Study
The purposes of this follow-up study of Clerical-Secretarial 
graduates of Lake Piegion Junior College were: (l) to determine 
whether or not the college is fulfilling the needs its graduates;
(2) to evaluate the present Clerical-Secretarial program on the 
basis of the findings of the survey; and (3) to formulate recommenda­
tions for the improvement of the program if it is found to be 
inadequate.
Need for the Study
In this constantly changing world, "the technologies that have 
come into being and the changes in jobs during the past years have
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"been almost beyond our understanding. This change has required 
continuing review and implementation of better balanced, comprehensive 
educational programs."'*'
In order for the graduates to meet the demands of the ever- 
changing business world, the schools must evaluate and up-date their 
present curriculums.
Recent graduates of the Clerical-Secretarial program at Lake 
Region Junior College were in an unique position to help evaluate 
the effectiveness of the program under which they had studied,
A follow-up study will assist the college in determining the 
shortcomings of the present curriculum and provide a basis for 
implementing the changes necessary to prepare the students for the 
requirements of the business world.
Delimitations
This study was delimited to the graduates of Lake Region 
Junior College who completed one of the four curriculums offered in 
the Clerical-Secretarial program during the years 1967, 1968, and 
1969. The study was further delimited to those graduates residing 
in the continental United States, This study was also delimited 
to the type of information that could be secured through the use 
of a questionnaire-opinionnaire,
Limitations
The following limitations ray have had some effect on the
^A. David Wendt, "A Princiule In Time," Business Education Forum, 
XXIV (1-arch, 1970), 2-3.
final outcome of the study. This study was limited to the respondent 
interpretation of the questions contained in the questionnaire- 
opinionnaire. The study was also limited to the responses of those 
graduates completing the questionr.aire-cpinionnaire.
Definition of Terms
Clerical-Secretarial program— The curriculums preparing the 
students to perform the office duties in the world of work.
Curriculum— A series of courses and the sequence required for 
graduation.
Follow-Up— A plan by which the experience and status of the 
Clerical-Secretarial graduates of Lake Region Junior College was 
surveyed in an effort to improve the present program,
Program— The curriculum offerings provided hy the college to 
prepare students for the world of work.
Questionnaire-Ouinionnaire— A series of planned written 
questions relating to particular topic, with space provided for a 
response.
Organization of Chapters
The first chapter of this study states the problem, supports 
the need, and defines the purpose of the follow-up study. Delimita­
tions and limitations applying to the study are also listed. It 
further defines specific terms as they relate to this study. The 
review of related literature is presented in Chapter II, Selected 
follow-up studies were read and the findings and recommendations are 
summarized in this chapter.
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Chapter III outlines the procedures followed when conducting 
the study.
The data collected by means of the questionnaire-opinionnaire 
are reported in Chapter IV, A summary of the findings, conclusions, 
and recommendations for the improvement of the Clerical-Secretarial 
program at Lake Region Junior College are contained in Chapter V.
CHAPTER II
RELATED LITERATURE
The urinary purpose of this study was to determine the effective­
ness of the Clerical-Secretarial program at Lake Region Junior College 
with implications for curriculum revision.
Through the follow-up study, various answers were given to 
improve the present curriculum. Some of the findings sought were: 
employment status, courses taken, duties performed, machines used, 
problems encountered, and recommendations for the improvement of the 
present curriculum.
The curriculum and the efficiency of the graduates should be 
evaluated periodically.
Tonne stated:
After the student ha,s been placed on the job, it is the 
function of the school to make certain that the student is 
efficient as an initial worker. It should also identify 
possible inefficiencies in training and utilize them as a ^ 
basis for improving the program of training in the school.
A follow-up study will assist the college in determining the
short-comings of the present curriculum and implement the changes
necessary to prepare the students for the requirements of the
business world.
^Herbert A, Tonne, Principles of Business Education (Third Edi­
tion; New York: Gregg Publishing Division, NcGraw-Hill Book Company, 
Inc., 1961), p. 526.
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Ilixf emphasises the importance of a follow-up study as 
follows:
The follow-up study, with all its limitations, may result 
in a worth-while, small scale contribution to business education 
if carefully and systematically conducted. Although the con­
clusions drawn and the recommendations offered will, in many 
instances, be applicable only to a single institution, never- 
the-less, the values realized may be of a more practical worth 
than studies of wider scope,^
Moorman stated that there are two main types of follow-up 
studies used in business education. One is the survey of the graduates, 
and the other is a survey of the employers of the graduates. The 
survey of the graduates is used most frequently. The survey is 
conducted through questionnaires, interviews, and miscellaneous 
techniques. The questionnaire is used most often as the survey 
instrument.
After making a perusal of the related literature, the writer
found that considerable interest had been centered around follow-up
3studies. Among them was a follow-up study conducted by Hegel of the 
Estevan Collegiate Institute, Estevan, Saskatchewan, business educa­
tion students for the years 1965, 1966, and 1967. He surveyed the 
sixty-two graduates by use of the questionnaire-opinionnaire. As a 
result of his survey, he found the following: (l) The majority of the
'^Katheryn M. Hixf, "The Follow-Up Study in Business Education 
National Association of Business Teacher Education, Eulletin 66,
(1957L p . 37.
tII
2John H. Moorman, " 
Eusiness Education Forum,
Follow-Up Studies Can Improve 
IX (lay, 1955), PP. 20-21.
Instruction,"
^Edward J. Hegel, "A Follow-Up Study of the Estevan Collegiate 
Institute, Estevan, Saskatchewan, Business Education Students for the 
Years 196.5, 1966, and 1967,” (Unpublished Master's Thesis, University 
of North Dakota, 1969).
8
respondents were employed full time, but almost 11 percent classi­
fied themselves as housewives. (2) One-fifth of the respondents were 
performing secretarial duties on their first job, while 12.? percent 
were cashiers, 10.8 percent were bookkeepers, ?.2 percent each were 
receptionist and sales clerks, and 5*^ percent were bank tellers.
The balance of the graduates were performing many other miscellaneous 
duties. (3 ) Almost $0 percent left their first job within six months, 
and almost 70 percent of the respondents left within twelve months of 
employment. (^) The most popular business courses, in order of 
decending popularity were: Typewriting, grade 10; Typewriting, grade 
11; Bookkeeping; Typewriting, grade 9; and Recordkeeping. (5) The 
students listed typewriting and bookkeeping as being the most helpful. 
Shorthand was used the least. (6) Typewriting and bookkeeping were also 
listed as being used the most on the job. (7 ) Handling mail and filing 
were the most common clerical duties performed by the business 
education students. (8) The five office machines most often used, 
listed in order of most frequent response, were the non-electric type­
writer, the ten-key adding-listing machine, the electric typewriter, 
the full-key adding-listing machine, and the stencil duplicator.
Based upon the foregoing findings, he recommended: (l) That 
the present business education curriculum be expanded. (2) A course 
in introductory data processing should be included in the curriculum.
(3) The practices of records management and correct telephone usage 
should be included in an office procedures course. (4) A H  business 
students should become thoroughly acquainted with the electric type­
writer.
In another follow-up study of the high school graduates of Twin
\
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Valley, Minnesota, Haberer*- discoveredJ (l) That 2o percent of the 
graduates were employed as office and store workers, 23 percent were 
attending college, 13 percent were classified as housewives, 10 per­
cent were in attendance at a business or technical school, and nine 
percent were engaged in agriculture. (2 ) The greatest number of 
graduates, 39 percent, had been employed from seven to twelve months.
(3 ) The most important skills, knowledges, and abilities required by 
employers were answering the telephone, meeting the customers, type­
writing and operating office machines, using the fundamentals of 
arithmetic, filing, legible handwriting, recordkeeping, handling 
mail, using shorthand, and composing letters. (4) The business sub­
jects used most often on the job by the graduates were typewriting, 
business arithmetic, and bookkeeping. (5) The business subjects used 
most frequently by the graduates for personal use were typewriting, 
bookkeeping, business law, and business arithmetic, (6) The courses 
which the respondents believed should have been added to the curriculum 
were business machines, office practice, income tax, filing, penmanship, 
and spelling, (7 ) The duties performed most often by the graduates 
were typewriting and telephoning, (8) The office machines used most 
frequently, in order of use, werei typewriter (non-electric), full- 
key adding-listing machine, electric typewriter, and ten-key adding­
listing machine,
Ke recommendsdi (l) An office practice course be added to the
1
Richard F, febersr, "A Follow-Up Study of the Graduates of Twin 
Valley (Minnesota) High School for the Years 1959, 1950, 19ol, and 
1962," (Unpublished Master’s Thesis, University of North Dakota, 1963).
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curriculum in place of "business law. (2) Additional office machines 
should he purchased for the bookkeeping and for an office practice 
course. (3) All business students should become familiar with the 
most frequently used office machines. (4) Incorporate a comprehensive 
and intensive course in filing. (5) All students should be exposed 
to correct telephone techniques. (6) Further follow-up studies 
should be conducted frequently to keep abreast of new developments in 
business and for the purpose of improving the business education 
curriculum,
Dublanko^ in a follow-up study of the Victoria Composite High 
School, Edmonton, Alberta, found that: (l) The majority of the 
respondents were employed full tine. (2) Slightly over two-thirds of 
the respondents were performing secretarial duties on their initial 
jobs, while 9.9 percent were filing clerks, and 2.2 percent were 
bookkeepers. (3) Government and public service, legal, and insurance 
offices employed more than half of the graduates on their initial jobs. 
(>i) More than half of the respondents replying left their initial job 
within eighteen months. (5) Over one third of the respondents leaving 
their jobs were not looking for re-employment. Of the other two-thirds 
leaving their initial job, they did so with advancement in mind.
(6) The most valuable business courses, in order of decending value, 
were typewriting, shorthand, office practice, business machines, end 
bookkeeping. (7) The only course listed as being least useful was 
bookkeeping. (8) Filing and typewriting were the most common clerical
^Tofen Dublanko, "A Follow-Up Study of the Victoria Composite 
High School, Edmonton, Alberta, Business Education Graduates for the 
Years 1956, 1957? ar-d 1958,'' (Unpublished fester's Thesis, University 
of North Dakota, i960).
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duties performed "by the respondents, although better than fifty per­
cent were handling incoming and outgoing mail, performing information 
desk work, and receptionist work. (9) Only one bookkeeping duty, 
making out bills for customers, was performed by more than one-third 
of the respondents. (lO) The office machines used most often were the 
non-electric typewriter, the ten-key adding-listing machine, the sten­
cil duplicator, and the transcribing machine, (ll) Most of the 
respondents indicated that the school should provide training on the 
office machines listed above.
The following recommendation were made: (l) The business machine 
course should provide training on the semi-skilled level for students 
planning to seek employment in a general clerical or bookkeeping 
position. (2 ) Correct and courteous telephone usage should be taught, 
but it is not necessary to have training on the switchboard included 
in the high school curriculum. (3) The opportunity to become famil­
iar with the electric typewriter should be available for all business 
students, (*4-) Personality traits should be taught in the office 
practice course. (5) Alphabetic and numeric filing should be taught 
on the skill level through the use of filing kits and incorporated 
into the office practice course. (6) A survey of businesses should 
be made to give the businessman an opportunity to express his opinion 
of the training the high school graduates are receiving.
Powell’*' conducted a survey of the 1957-1963 stenographic and
■%oel G, Powell, "A Follow-Up Study of the 1957-1963 Stenographic 
Secretarial Graduates of North Dakota State School of Science, Uahpeton 
North Dakota, With Implication for Curriculum Revision," (Unpublished 
Master's Thesis, University of North Dakota, 196*4-).
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secretarial graduates of North Dakota Slate School of Science, Wahpeton, 
North Dakota. A questionable was mailed to two hundred and ninety- 
six graduates. Ke received two hundred and twenty-two questionnaires 
or a 75 percent return. As a result of his study, he found the 
following: (l) The position of stenographer, secretary, "bookkeeper,
or general office clerk was held by 71 percent of the graduates as 
their initial job. (2) Eighty-two percent of the respondents had 
changed positions within thirty-six months after being employed.
(3) The following activities were performed on the job by 75 percent 
of the graduates: handling telephone calls, typing envelopes, 
typing letters, typing numbers, typing multiple carbons, handling 
incoming and outgoing mail, stuffing envelopes, proofreading, typing 
tabulation material, receiving callers, filing, and composing letters. 
0 0  The office machines most often used, other than the typewriter, 
were: ten-key adding-listing machine, full-key adding-listing machine, 
stencil duplicator, liquid duplicator, rotary calculator, and voice 
writing machine, (5) The graduates experienced considerable diffi­
culty in the typing of numbers, typing tabulation material, composing 
letters, taking dictation in shorthand and transcribing, and typing 
from oral dictation. (6) Some difficulty was encountered while 
handling telephone calls, computing business arithmetic, receiving 
callers and dealing with various situations with the public, 
securing information needed for correspondence, and typing financial 
statements.
As a result of the above findings, the following recommendations 
were made: (l) The students are employed primarily in small offices 
where they perform a variety of duties, therefore, the stenographic-
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secretarial curriculum must train the students for general office 
work, (k) The typing of numbers in tabulation and other statistical 
data must be constantly stressed in all secretarial and typewriting 
courses. (3) The office machines course should provide instruction 
on the ten-key and full-key adding-listing machines as well as the 
various types of calculators. (4) Typing envelopes, letters, numbers, 
multiple carbons, business reports, and financial reports should 
receive increased emphasis in the typewriting courses. (5) The 
students should be taught correct telephone techniques near the time 
of employment. (6) Other follow-up studies should be conducted 





The normative-survey research method, was selected as the most 
appropriate means ox securing the data necessary to determine the 
strengths and weaknesses of the Clerical-Secretarial program offered 
at lake Region Junior College.
The problem of a follow-up study was discussed with the Chairman 
of the Business Education Department at Lake Region Junior College, 
his approval of the study and suggestions for probable questions to 
be used in a questionnaire-opinionnaire were given.
At this time the writer also secured a list of the students who 
had graduated from the Clerical-Secretarial program at lake Region 
Junior College during the years 1967» 1968, and 1969.
The topic was then discussed in the Introduction to Research 
class where it received the approval of the Chairman of the Depart­
ment of Business Education at the University of North Dakota.
After receiving approval of the topic, a perusal of the related 
literature available in the Chester Frits Library was made.
The questionnaire-opinionnaire was constructed to cover the 
objectives listed in Chapter I. It contained questions that would 
secure information concerning the graduates’ employment status, courses 
taken, duties performed, additional education, problems encountered on 
the job, and their suggestions for the improvement of the present
1^
program. The questionnaire-opinionnaire was submitted to the busi­
ness education faculty in order to obtain their suggestions for 
improvement. The questionnaira-opinionnaire was then revised and 
submitted to the writer's major advisor and the Chairman of the 
Department of Business Education for approval. After receiving 
approval, the questionnaire-opinionnaire (Appendix A, page A7) 
was duplicated by the Steno Bureau.
A cover letter was constructed and submitted to the writer's 
major advisor for revision and approval. The cover letters (Appendix 
B, page 51)» return envelopes, and mailing envelopes were then 
typewritten individually by the writer, with the assistance of the 
KTST (Magnetic Tape Selectric Typewriter).
The questionnaire-opinionnaire, cover letter, and a stamped, 
addressed envelope were mailed on February 23, 1970, to each of the 
Clerical-Secretarial graduates.
On Karch 13, 1970, a follow-up letter (Appendix C, page 53) 
was mailed with another questionnaire-opinionnaire and stamped, 
addressed envelope to those graduates who had not yet replied.
As a second reminder, a postal card (Appendix D, page 55) was 
mailed on April 1, 1970, to the graduates who had not responded.
Upon receiving the completed forms, the data was compiled on 
a master form constructed by the writer.
After the cut-off date, which was determined by the writer with 
the approval of his major advisor, the data was transferred from the 




The problem of this study was to determine the strengths and 
weaknesses of the Clerical-Secretarial program at lake Region Junior 
College. This objective was accomplished by conducting a survey of 
the Clerical-Secretarial graduates, who had completed one of the 
four prescribed curriculums at Lake Region Junior College during 
the yeans 1967, 1968 and 1969.
A list of graduates was compiled, addresses were secured, 
and a questionnaire-opinionnaire was mailed to each. An analysis 
of the final returns, listed according to the year of graduation, 
appea/r in Table 1, page 17. Of the seventy-nine questionnaire- 
ipinionnaires mailed, sixty-two, or 78.5 percent were returned; 
seventeen, or 21.5 percent were not returned. The greatest percentage 
of returns (81.8) came from the 1969 class. The 1967 graduates 
followed closely with an 81.0 percent return. The lowest percentage 
came from the 1963 class who returned 72.0 percent of the question- 
naire-opinionnaires mailed.
Present employment status of the respondents
Table 2, page 17, lists the employment status of the respondents. 
Forty-two, or 67.7 percent, were employed full time; twenty, or 32.3 
percent were unemployed. The 1968 graduating class had the
16
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KUME3R 0? QUESTIONNAIRES RETURNED BY THE CLERICAL-SECRETARIAL 
GRADUATES 0? LAKE REGION JUNIOR COLLEGE
TABLE 1
Year of Graduation












returned 17 81.0 18 72.0 27 81.8 62 78.5
Questionnaires 
not returned 4 19.0 7 28.0 6 18.2 17 21.5
Total 21 100.0 25 100.0 33 100.0 79 100.0
TABLE 2
PRESENT EMPLOYMENT STATUS OR THE CLERICAL-SECRETARIAL 
GRADUATES 0? LAKE REGION JUNIOR COLLEGE
Employment
Number of Graduates According to 
Year of Graduation
Total










Employed full-time 12 70.6 16 83.9 14 51.9 42 67.7
Unemployed 5 29.4 2 11.1 13 48.1 20 32.3
Total 17 100.0 18 100.0 27 100.0 62 100.0
/
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largest percentage, or 88.9 percent of the respondents employed. The 
1969 class had the lowest percentage, or 51*9 percent of the respond­
ents employed.
Occupational status of clerical-secretarial graduates
The initial occupations that the respondents were engaged in 
after graduation are listed in Table 3* page 19. The initial positions 
indicated by the respondents were: secretarial work by 32.^ percent; 
general clerical by 16.1 percent; unemployed by 1^.5 percent; bookkeeper 
by 9.7 percent; bank teller by 9.7 percent; typist by ^.8 percent; 
receptionist and switchboard operator, each by 3-2 percent; and 1.6 
percent for each of the following: accounting machine operator, file 
clerk, library clerk, and nurses aid.
The largest number of respondents from each of the three years 
surveyed, indicated that they were engaged in secretarial work.
The next largest number of respondents indicated general clerical work. 
The majority of the clerical workers were from the 1969 graduating 
class. The one nurses aid was apparently not using the clerical- 
secretarial training received.
Table b, page 20, lists the types of occupations that the 
respondents were engaged in during the spring of 1970. Secretarial 
work was again the most predominant with 29.0 percent of the respond­
ents classifying themselves as secretaries. At that time, 21.0 
percent of the respondents listed that they were unemployed.
General clerical was listed by the next largest percentage with a 
12.9 percent response, followed by 11.3 percent students; 8.1 percent 
bookkeepers; 6,5 percent bank tellers; 3-2 percent typists and
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Secretary 7 41.2 6 33.3 7 25.9 20 32.4
General Clerical 1 5.9 3 16.7 6 22.3 10 16.1
Unemployed 0 0.0 2 11.1 7 25.9 9 14.5
Bookkeeper 3 17.6 1 5.5 2 7.4 6 9.7
Bank teller 0 0.0 5 2 7.9 1 3.7 6 9.7
Typist 1 5.9 0 0.0 2 7.4 3 4.8
Receptionist 0 0.0 0 0.0 2 7.4 2 3.2
Switchboard operator 2 11.7 0 0.0 0 0.0 2 3.2
Accounting machine
operator 1 5*9 0 0.0 0 0.0 1 1.6
File Clerk 0 0.0 1 5.5 0 0.0 1 1.6
Library Clerk 1 5.9 0 0.0 0. 0.0 1 1.6
Nurses aid 1 5.9 0 0.0 0 0.0 1 1.6
Total 17 100.0 18 100.0 27 100.0 62 100.0
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Secretary 5 29.4 7 38.9 6 22.2 18 29.0
Unemployed 5 29.4 2 11.1 6 22.2 13 21.0
General clerical 1 5-9 3 16,6 4 14.9 8 12.9
Student 0 0.0 0 0.0 7 25.9 7 11.3
Bookkeeper 4 23.5 1 5.6 0 0.0 5 8.1
Bank teller 0 0.0 3 16.6 1 3.7 4 6.5
Typist 0 0.0 l 5.6 1 3.7 2 3.2
Library clerk 1 5.9 0 0.0 0 0.0 1 1.6
Accounting machine 
operator 0 0.0 0 0.0 1 3.7 1 1.6
Receptionist 1 5.9 0 0.0 0 0.0 1 1.6
Service
representative 0 0.0 0 0.0 1 3.7 1 1.6
Computer operator 0 0.0 1 5.6 0 0.0 1 1.6
Total 17 100.0 18 100.0 27 100.0 62 100.0
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1.6 percent for each of the remaining classifications: library clerk, 
accounting machine operator, receptionist, service representative, and 
computer operator.
In comparing Table 3 with that of Table 4 , it can be noted that 
the percentage of respondents unemployed had increased approximately 
seven percent over the occupational status immediately after 
graduation. The percentage of respondents employed in the secretarial 
and general clerical fields had decreased approximately three percent. 
The number of respondents indicating the classifications of bookkeeper, 
bank teller, typist, and receptionist had remained approximately the
SclITlG «
Duration of initial employment
Table 5 listed below indicates the length of time that the 
respondents spent on their initial jobs.
TABLE 5
LENGTH'OF TIME SPENT ON THE FIRST JOB BY CLERICAL-SECRETARIAL 




0-6 7-12 13-18 19-24- Over 24
196? 2 4 4 2 5 17
1963 A 4 2 2 6 18
1969 19 8 0 0 0 27
Total 25 16 6 4 11 62
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Of the sixty-two respondents, twenty-five had worked for six 
months or less on their initial jots, sixteen worked for seven to 
twelve months, six worked for thirteen to eighteen months, eight 
worked for nineteen to twenty-four months, and seven worked for 
twenty-four months or more. Because the 19o9 Clerical-Secretarial 
graduates had not been out of school for more than one year at the 
time of the survey, no respondents from that year indicated that they 
had been employed for longer than twelve months.
Reasons for leaving first job
The reasons given by the respondents for leaving their initial 
jobs are listed in Table 6, page 23. The reasons given were: returned 
to school, 23.O percent of the respondents; moved to another town,
17.9 percent; poor salary, 10.3 percent; part time employment, 10.3  
percent; family responsibilities, 10.3 percent; for a better position, 
7.7 percent; marriage, 7.7 percent; poor working conditions, 5*1 
percent; no reason given, 5*1 percent; and termination of job, 2.6 
percent.
Business courses taken by clerical-secretarial graduates
The business courses that the respondents completed in college, 
together with the number of students and percentage of total class 
for 1967, 1968, and 1969, are listed in Table 7, page 2^. The three 
most popular courses taken in college were: Office Practice with 
fifty-four, or 87.1 percent of the respondents completing the course; 
Principles of Accounting, with fifty-three, or 85.5 percent of the 
respondents completing the course, and Business I'achines, with fifty- 
one, or 82.3 percent of the respondents completing the course.
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REASONS GIVEN FOR LEAVING THE FIRST J03 BY CLERICAL-SECRETARIAL
TABLE 6
GRADUATES OF LAKE REGION JUNIOR COLIEGS
Number of Graduates According to 
Year of Graduation Total
Reason
1967 1968 1969 No.
Per
cent
Returned to school 2 0 7 9 23.0
Moved to another town 2 4 1 7 17.9
Poor salary 3 1 0 4 10.3
Part time employment I 0 3 4 10.3
Family responsibilities5 4 0 0 4 10.3
For a. better position 0 1 2 3 7.7
Marriage 2 0 1 3 7.7
Poor working conditions 0 1 1 2 5.1
No reason given 0 1 1 2 5.1
Termination of the job 0 0 1 1 2.6
Total 14 8 17 39 100.0
The 1967 respondents had the largest percentage, or 100 percent 
enrollment in each of the three most popular courses.
The least popular courses for enrollment vrere: Business 
Mathematics and Business law. Each of these courses had an enroll­
ment of five, or 8,1 percent of the respondents. Business Mathematics 
and Business law ’were not offered to the 1969 graduates.
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BUSINESS COURSES TAKEN BY CLERICAL-SECRETARIAL GRADUATES 
OF LAKE REGION JUNIOR COLLEGE
TABLE 7
Name
Number of Graduates According to 
Year of Graduation
Total












Accounting 17 100.0 11 61.1 25 92.6 53 85.5
Financial and Admin­
istrative Acctg. 3 17.6 2 11.1 3 11.1 8 12.9
Intermediate Acctg. 4 23.5 2 11.1 2 7.4 8 12.9
Income and Payroll 
Tax Accounting 5 29 .4 3 16.7 10 37.0 18 29.0
Beginning Typing 9 52.9 5 27.3 15 55.6 29 46.8
Advanced Typing 15 88.2 13 72.2 21 77.8 49 79.0
Business English 12 70.6 8 44.4 3 11.1 23 37.1
Bus. Communications 5 29.4 4 22,2 2 7.4 11 17.7
Beginning Shorthand 9 52.9 8 44.4 18 66.7 35 56.5
Advanced Shorthand 
Dictation 7 41.2 7 38.8 15 55.6 29 46.8
Advanced Shorthand 
Transcription 6 35.3 6 33.3 13 48.1 25 40.3
Office Practice 17 100.0 12 66.7 25 92.6 54 87.1
Eus• Mathematics 3 17.6 2 11.1 0 0.0 5 8.1
Bus. Machines 17 100.0 11 61.1 23 85.2 51 82.3
Business law 2 11.8 3 16.7 0 0.0 5 8.1
Supervised Office 
Experience 11 64.7 9 50.0 23 85.2 43 69.4
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Preparation received in "business courses
In question three of the questionnaire-opiniormaire, the 
graduates were asked to indicate whether or not they had received 
adequate preparation for job entry in the business courses taken at 
Lake Region Junior College, Table 8, page 2o, lists the business 
courses that are taught at Lake Region Junior College, and the degree 
of preparation received by the respondents. The highest percentage 
of the respondents indicated that Intermediate Accounting, Business 
Communications, and Business Miathenatics were the business courses 
nost adequately preparing the students for job entry. The lowest 
percentage of the respondents indicated that Business Law was 
adequately preparing the students for job entry. It should be noted 
that only five respondents indicated having taken the business law 
course and one felt inadequately prepared.
Utilization of business courses
Table 9» page 27, indicates the business courses taught at 
Lake Region Junior College and the number and percentage of the 
respondents from lSo?» 1968, and 19&9 graduating classes who were 
using the courses on the job.
Office Practice was used on the job by forty-one, or 66.1 
percent of the respondents. Advanced Typewriting ranked second, 
followed by Supervised work experience and Business Machines, The 
business course used the least on the job as indicated by the 
respondents, was Financial and Administrative Accounting. The 
largest percentage of respondents from each of the three years 
surveyed indicated that Advanced Typewriting and Office Practice
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TABLE 8
DEGREE 0? PREPARATION RECEIVED IN BUSINESS COURSES BY THE CLERICAL- 








Number Percent Number. Percent
Principles of 
Accounting 43 90.6 5 9.4
Financial and Admin­
istrative Acctge 7 8 7.5 1 12.5
Intermediate Acctg. 8 100.0 0 0.0
Income and Payroll 
Tax Accounting 15 83.3 3 16.7
Beginning Typing 27 93.1 2 6.2
Advanced Typing 47 95.9 2 4.1
Business English 21 91.3 2 8.7
Bus, Communications 11 100.0 0 0.0
Beginning Shorthand . 31 88.6 4 11.4
Advanced Shorthand 
Dictation 26 8 9.7 3 10.3
Advanced Shorthand 
Transcription 22 88.0 3 12.0
Office Practice 49 90.7 5 9.3
Bus. Mathematics 5 100.0 0 0.0
Business Machines 46 90,2 5 9.8
Business Law 4 80.0 l 20,0
Supervised Office 
Experience 41 95.3 2 4.7
2?
BUSINESS COURSES USED ON THE JOB BY CLERICAL-SECRETARIAL 
GRADUATES 0? LAKE REGION JUNIOR COLLEGE
TABLE 9
Nane
Number of Graduates According to 
Year of Graduation
Total












Accounting 7 41.2 7 38.8 10 37.0 24 38.7
Financial and Admin­
istrative Acctg. 0 0.0 1 5.6 0 0.0 1 1.6
Intermediate Acctg. l 5.9 1 5.6 0 0.0 2 3.2
Income and Payroll 
Tax Accounting 2 11.8 1 5.6 4 14.8 7 11.3
Beginning Typing 9 52.9 4 22.2 9 33.3 22 35.5
Advanced Typing 15 88.2 11 61.1 13 48.1 39 62.9
Business English 11 64.7 6 33.3 3 11.1 20 32.2
Bus. Communications T*0 29.4 3 16.7 2 7.4 10 16.1
Beginning Shorthand 5 29.4 3 16.7 4 14.8 12 19.4
Advanced Shorthand 
Dictation 4 23.5 3 16.7 6 22.2 13 21.0
Advanced Shorthand 
Transcription 5 29.4 3 16.7 6 22.2 14 22.6
Office Practice 15 88.2 10 55.6 16 59.3 41 66.1
Bus. Mathematics 3 17.6 1 5.6 0 0.0 4 6.4
Bus. Machines 12 70.6 8 44.4 12 44.4 32 51.6
Business Law 2 11.8 1 5.6 0 0.0 3 4.8
Supervised Office 
Experience 9 52.9 9 50.0 17 62.9 35 56.5
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were used ths most on the job.
The lowest percentage of the respondents from each of the 
years surveyed indicated that Business law, Intermediate Accounting, 
and Financial and Administrative Accounting were used the least on 
the job.
Business courses most helpful on the job
Question number five asked the graduates to indicate the 
business courses which they felt had helped them the most on the job. 
The business courses listed by the respondents and the total number 
of respondents indicating each course are listed in Table 10.
TABLE 10
NUMBER 0? RESPONDENTS LISTING BUSINESS COURSES THAT 







Typewriting 12 12 17 41
Office practice 11 8 15 34
Shorthand 5 6 8 19
A-ccounting 7 3 8 18
Business machines 4 5 3 12
Business English 3 4 1 8
Supervised work 
experience 1 0 1 2
Business mathematics 2 0 0 2
Psychology 1 0 0 1
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Typewriting was listed as the most helpful, with 4l responses, 
followed by Office Practice with jUr, Shorthand with 19» Accounting 
with 13, Business Machines with 12, Business English with 8, Supervised 
work experience and Business Bathers.tics with 2 each, and Psychology 
with 1 response.
Business courses listed as least helpful on the .job
The number of respondents listing business courses as being 
least helpful on the job are given in Table 11,
TABLE 11
NUMBER OF RESPONDENTS LISTING BUSINESS COURSES 





course 1967 1963 1969
Shorthand 10 U- 7 21
Accounting 5 6 U- 15
Business machines 6 U- lU-
Office practice 3 1 Ur 8
Keypunch 0 0 8 8
Income and Payroll 
Tax accounting 2 1 2 5
Business English 2 1 0 3
Eusiness Law 2 1 0 3
Supervised work 
experience 0 1 2 3
Business mathematics 0 1 1 2
Business communications 1 0 0 1
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Shorthand was listed the greatest number of times with twenty- 
one responses, followed by Accounting with fifteen, Business Machines 
with fourteen, Office Practice and Keypunch with eight each, Income 
and Payroll Tax Accounting with five, Business English, Business 
Law, and Supervised work experience with three each, Business 
Mathematics with two, and Eusiness Communications with one response.
Additional courses taken by the respondents
Table 12 indicates that eight of the sixty-two respondents had 
enrolled in additional courses after leaving lake Region Junior 
College,
TABLE 12
ADDITIONAL BUSINESS COURSES TAKEN BY CLERICAL-SECRETARIAL 
GRADUATES SINCE LEAVING LAKE REGION JUNIOR COLLEGE




Credit course (land of Credit) 1
Elements of Accounting 1
Economics 1
Supervised work experience 1
Two respondents indicated they had taken business law, while 
further training in the following courses were indicated by one respond­
ent each: business mathematics, records management, land of credit,
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elements of accounting, economics, and supervised work experience.
Reasons for taking additional course work
Those respondents who had taken additional course work were 
asked to list the reason for taking such work. Table 13 lists the 
reasons and number of respondents indicating each as the particular 
reason for taking the additional course or courses,
TABLE 13
REASONS GIVEN FOR TAXING ADDITIONAL COURSE WORK
Reason Number
Requirement for a bachelor of science degree k
Personal interest in the course 1
Required by the employer 1
To learn more about the job I am doing 1
Four- respondents took further training because it was a require­
ment for the bachelor of science degree. One respondent took 
additional training because of personal interest in the course, one 
respondent was required by her employer to take additional training, 
and one respondent had the desire to learn more about the job she was 
doing. All of the courses taken by the respondents were for college 
credit, with one exception, the credit course required by the employer.
Opinions of graduates regarding courses that should be taught
The graduates were asked the following question, "In your 
opinion, what additional courses should be taught that were not 
ava-ilable when you were in attendance at Lake Region Junior College?"
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Table 14- lists the courses that should be added to the present 
curriculum and the number of respondents indicating each.
TABLE 14-
BUS INSS 5 COURSES WHICH SHOULD EE TAUGHT AT LAKE REGION 
JUNIOR COLLEGE, AS LISTED BY THE RESPONDENTS
feme of course Number
Data processing course 5
Posting machines course 5




Kedical secretary course 1
Speedwriting 1
Records management 1
Human relations course l
Legal secretary course 1
Library reference course 1
Teletype operations course l
Five respondents believed a course in data processing should be 
added to the curriculum. Five respondents also listed the addition of 
a posting machines course and three respondents suggested a computer 
operations course. Other subjects that respondents thought might be 
of help were: spelling, handwriting, banking, medical secretary,
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speedwriting, records management, human relations, legal secretary, 
library reference, and teletype.
Clerical duties performed by respondents
A number of clerical duties were listed in the questiounaire- 
opiniormaire. The graduates were asked if they performed these 
duties on the job and if so, were they adequately prepared by the 
college to do so, A list of the duties, the number and percentage 
of the respondents performing the duties and the degree of preparation 
they had received appear in Table 15, page 3^.
Typing envelopes was performed by 72.6 percent of the respond­
ents; handling incoming and outgoing mail by 67.7 percent; indexing 
and filing by 67.7 percent; and typing straight copy by 66.1 percent.
One hundred percent of the respondents were adequately prepared 
to type envelopes and straight copy material. Of the respondents 
performing the duty of taking inventory, only 61.5 percent felt that 
they were adequately prepared to do so.
Secretarial and stenographic duties performed by the respondents
Also listed, were a number of secretarial and stenographic 
duties which would be performed on the job. The graduates were 
to indicate whether or not they performed the duties and if they 
had. been adequately prepared to do so. According to Table 16, 
page 35, using the telephone was performed by 72.6 percent of the 
respondents; receiving callers by 5^.° percent; proofreading by 
53.2 percent; and composing letters by 53*2 percent. The duty per­
formed by the lowest percentage, or 3.2 percent, of the respondents 
was composing reports. One hundred percent of the respondents felt
3^
TABLE 15
CLERICAL DUTIES PERFORMED 3Y THE CLERICAL-SECRETARIAL GRADUATES



















Typing envelopes ^5 72.6 4 5 100.0 0 0.0
Typing straight copy 4l 66.1 41 100.0 0 0.0
Typing statistical 
material 31 50.0 30 96.8 1 3.2
Cut stencils 26 41.9 25 96.2 1 3.8
Handling incoming 
and outgoing mail 42 6 7.7 40 95.2 2 4.8
Indexing and filing 42 67.7 40 95.2 2 4.8
Sort papers 29 46.8 27 93.1 2 6.9
Cashier 14 22.6 12 8 5.7 2 14.3
Time-keeping 13 21.0 10 76.9 3 23.I
Information desk 
work 21 33.9 16 76.2 5 23.8
Operate switchboard 11 17.7 7 63.6 4 36.4
Take inventory 13 21.0 8 61.5 5 38.5
adequately prepared to compose and send telegrams, and 5 0 .0 percent 
of the respondents were prepared to compose reports. Only two 
respondents indicated that they prepared reports.
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SECRETARIAL AfID ST3N0GHAPH1G DUTIES PERFORMED BY THE CLSRICAL-

























Compose and send 
telegrams 7 11.3 7 100.0 0 0.0
Proofreading 33 53.2 31 93.9 2 6.1
Take shorthand 
dictation 23 37.1 21 91.3 2 8.7
Receive callers 3^ 54.3 31 91.2 3 8.8
Use telephone 45 72.6 41 91.1 4 8.9
Hake appointments 21 33.9 19 90.5 2 9.5
Transcribe dictated 
material into mail- 
able letters 25 40.3 22 88.0 3 12.0
Compose letters 33 53.2 29 87.8 4 12.2
Use reference books 21 33.9 18 85.7 3 14.3
Type manuscripts, legal 
forms, or outlines 2? 4-3.5 23 85.2 4 14.8
Use timetables and 
make reservations 6 9.7 4 66.7 2 33.3
Compose reports 2 3.2 1 50.0 1 50.0
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Bookkeeping duties •performed by respondents
The cookkeeping duties performed "by the respondents and the 
degree ox preparation they received are listed in Table 17.
TAELS 17
BOOKKEEPING DUTIES PERFORMED BY THE CLERICAL-SECRETARIAL GRADUATES 



















Keep a complete set 
of books 12 19.4 11 91.7 1 8.3
Cost figuring 10 16.1 9 90.0 1 10.0
Reconcile bank 
statements 16 25.8 14 87.5 2 12.5
Keep a checkbook 22 35.5 19 86.4 3 13.6
hake orginal entries 19 30.6 16 84.2 3 15.8
Posting 19 30.6 16 84.2 3 15.8
Prepare financial 
reports 10 16.1 8 80.0 2 20.0
Figure discounts 12 19.4 9 75.0 3 25.0
Verifying postings 12 19.4 9 75-0 3 25.0
Make out bills for 
customers 16 25.8 11 68.7 5 31.3
Payroll work 14 22.6 8 57.1 . 6 . 42.9
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The following "bookkeeping duties were performed "by the largest 
percentage of the respondents. Keeping a checkbook was performed 
by 35-5 percent of the respondents; making orginal entries by 3^*6 
percent; and posting by percent. The bookkeeping duties
performed by the lowest percentage of the respondents were cost 
figuring and preparing financial reports. Each were performed by 
16.1 percent of the respondents.
The highest percentage of the respondents performing the 
duties felt that they were most adequately prepared to keep a com­
plete set ox books and to figure costs. The respondents indicated 
that they were least adequately prepared to do payroll work.
When comparing Table 15* Table 16, and Table 17, it can be noted 
that the clerical duties listed in the questionnaire-opinionnaire 
received a total of 328 responses. The secretarial and stenographic 
duties listed received a total of 277 responses and the bookkeeping 
duties listed received a total of 172 responses. The number of 
duties listed in each case was approximately the same.
Office machines used by the respondents
A list of various office machines m s  included in the question­
naire, The graduates were asked to indicate whether or not they 
had operated the office machine and if so, were they adequately 
prepared by the college to do so. Table 18, page 38, lists the 
office machines operated by the respondents and the degree of 
preparation received.
The electric typewriter and copying machines were operated by 
the largest percentage, or 58.1 percent of the respondents. The 
office machines operated by the lowest percentage, or 1,6 percent,
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TABLE 18
OFFICE MACHINES OPERATED BY THE CLERICAL-SECRETARIAL GRADUATES OF




















listing machine 29 46.7 29 100.0 0 0.0
Off-set duplicator 5 8.1 5 100.0 0 0.0
Typewriter (non­
electric ) 32 51.6 32 100.0 0 0.0
Typewriter (electric) 36 58.1 35 97.2 1 2.8
Full-keyhcard adding­
listing machine 24 39.7 23 95.8 1 4.2
Stencil duplicator 18 29.0 17 94.4 1 5.6
Fluid duplicator 16 25.8 15 93.8 1 6.2
Transcribing machine 13 20.9 12 92.3 1 7.7
Key-driven calculator 9 14.5 8 88.9 1 11.1
Rotary calculator 12 19.4 10 83.3 2 16.7
Printing calculator 5 8.1 4 80.0 1 20.0
Keypunch machine 7 11.3 5 71.4 2 28.6
Accounting machine 9 14.5 6 66.7 3 33.3
Copying machines 36 58.1 24 66.7 12 33.3
Check protector 2 3.2 0 0.0 2 100.0
Electronic calculator 1 1.6 0 0.0 1 100.0
Electronic duplicator 1 1.6 0 0.0 1 100.0
Sorter 3 4.8 0 0.0 3 100.0
Collator 1 1,6 0 0.0 1 100.0
Computer 1 1,6 0 0.0 1 100.0
Verifyer 0 0.0 0 0.0 0 0.0
Interpreter 0 0.0 0 0.0 0 0.0
Reproducer 0 0.0 0 0.0 0 0.0
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of the respondents were the electronic calculator, electronic 
duplicator, the collator, and the computer. None of the respondents 
indicated that they operated the verifyer, interpreter, or reproducer.
One hundred percent of the respondents operating the ten-key 
adding-listing machine, the off-set duplicator, and the non-electric 
typewriter felt that they were adequately prepared to do so. No 
respondents felt that they had been adequately prepared to operate 
the electronic duplicator, electronic calculator, sorter, collator, 
computer, or check protector. It may he noted that even though 
53,1 percent of the respondents use the copying machines, only 66.7 
percent of those using the machines felt adequately prepared to do so.
Problems encountered on the .job
The graduates were asked to indicate any problems which they 
encountered in the early stages of work that additional preparation 
at Lake Region Junior College might have solved. Table 19, page kO, 
lists the problems and the number of respondents confronted with the 
problem. Insufficient course preparation in college was listed by 
eight of the sixty-two respondents. The courses that they felt were 
necessary were business machines, personal and payroll taxes, short­
hand, accounting, business law, and business mathematics. Seven 
respondents listed that they had difficulty in dealing directly 
with people. The lack of skill to operate a posting machine was 
listed as a problem encountered by six of the respondents. Other 
problems encountered were: trouble adjusting to the new job; 
inadequate experience in the actual working situation; lack of 
spalling skill; difficulty in organising and setting up a new
bo
TABLES 19
PROBLEMS ENCOUNTERED IN THE EARLY STAGES 0? WORK BY CLERICAL- 
SECRETARIAL GRADUATES 0? LAKE REGION JUNIOR COLLEGE
ProLien encountered Hunter
Insufficient course preparation in college 8
Difficulty in dealing directly with people 7
Lack of skill to operate a posting machine 6
Trouble adjusting to the new job 2
Inadequate experience in actual working situation 1
Lack of spelling skill 1
Difficulty in setting up a bookkeeping system 1
Unable to take telephone messages correctly 1
bookkeeping system; and was unable to take telephone messages 
correctly.’
CHAPTER V
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS
The major objectives of this study were to survey the 196?, 1968, 
and I989 graduates of the Clerical-Secretarial program at lake Region 
Junior College, Devils Lake, North Dakota. An attempt was made: (l) 
to determine v/hether or not the business education department is ful­
filling the needs of its graduates; (2) to evaluate the present 
Clerical-Secretarial program as a result of the survey; and (3) to 
formulate recommendations for the improvement of the program.
The secondary objectives were: (l) to obtain the employment 
status of the graduates; (2) to determine the reasons why the graduates 
left their initial positions; (3 ) to learn of any additional business 
courses taken by the graduates; (^) to determine the duties performed 
most often by the graduates and whether or not they were adequately 
prepared to perform these duties; (5) to learn which business machines 
and skills were used by the graduates and whether or not they were 
adequately prepared; and (6) to obtain the graduates' opinions of the 
present Clerical-Secretarial program and what improvements, corrections, 
and additions would better serve the future students of Lake Region 
Junior College.
Responses were received from sixty-two of the seventy-nine 
graduates surveyed.
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Summary
From the foregoing tables and discussions contained in Chapter
IV of this study, the following summaries are made,
1. Of the respondents answering the questionnaire-opinionnaires,
67.? percent were employed full time,
2. Immediately after graduation, JZ.b percent of the respondents 
were employed as secretaries; 16 percent were employed to perform 
general clerical duties; 1^.5 percent were unemployed; and 9.7 
percent each listed their positions as bookkeeper or tank teller.
The other 17.6 percent of the respondents were employed in many 
miscellaneous occupations.
3. At the time of the survey, 29.0 percent were working as secretaries; 
21.0 percent were unemployed; and 12.9 percent were students. The 
respondents listing student as their occupation were from the 1969 
class and had returned to lake Region Junior College for the second 
year of training. The other 37.1 parcent of the respondents were 
working in numerous other positions.
b, A little ever forty percent of the respondents left their first 
job within six months. Sixty-six percent of the respondents left 
their initial positions within twelve months of employment.
5. Almost 23 percent of the respondents left their first job in order 
to continue their education and training.
6. About 25 percent of the respondents are still employed at their 
first job.
7. The three business courses with the highest percentage of enrollment 
were: Principles of Accounting with 85.5 percent, Office Practice
with 87,1 percent, and Business Machines with 82.3 percent.
8. Business Mathematics and Business law, with 8.1 percent, had 
the lowest percentage of enrollment.
9. One hundred percent of the respondents felt adequately prepared 
in Intermediate Accounting, Business Communications, and Business 
Mathematics.
. 10. Only 80 percent of the respondents felt adequately prepared in 
Business law,
11. The Business courses used most on the job were Office Practice, 
Advanced Typewriting, Supervised Office Experience, and Business 
Machines.
12. The business courses used least on the job were Financial and 
Administrative Accounting, Intermediate Accounting, Business law, 
and Eusiness Mathematics.
13. The business courses listed by the respondents as being the least 
helpful on the job were Shorthand and Accounting.
14. The business courses listed by the respondents as being the most 
helpful on the job were Typewriting and Office Practice.
15. Additional business courses were taken by 13 percent of the 
respondents. Business Law was listed by 25 percent of these 
respondents. The other courses listed were each taken by 12.5 
percent of the respondents,
16. The reason given by 50 percent of the respondents for taking 
additional course work was a requirement for a bachelor of 
science degree.
17. All additional courses, except for Land of Credit, were taken 
for college credit.
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18. About nine percent of the respondents indicated that a course
in data processing should be taught. Another nine percent listed 
a course in posting machines and several other courses were listed 
by a small percentage of the respondents.
19. The following clerical duties were performed by the largest 
percentage of the respondents: typing envelopes by 72.6 percent; 
handling incoming and outgoing mail by 67.7 percent; indexing and 
filing by 67.7 percent; and typing straight copy by 66,1 percent,
20. One hundred percent of the respondents felt adequately prepared to 
type envelopes, straight copy, statistical material and stencils. 
Only 61,5 percent felt adequately prepared to take inventory.
21. The usage of the telephone was the secretarial-stenographic duty 
performed by the highest percentage, or 72,6 percent, of the 
respondents.
22. One hundred percent of the respondents felt adequately prepared 
to compose and send telegrams. Only 50 percent felt adequately 
prepared to compose reports.
23. The following bookkeeping duties were performed by the largest 
percentage of the respondents: keeping a checkbook by 35*5 
percent; making orginal entries by 3O.6 percent; and posting by 
30.6 percent.
24. The bookkeeping duty that 91.7 percent of the respondents felt 
adequately prepared to perform was keeping a complete set of books 
Only 57.1 percent felt adequately prepared to perform payroll -work
25. A larger number of the respondents performed clerical duties than 
did secretarial or stenographic duties. A relatively small 
number of the respondents performed bookkeeping duties.
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26. The following office machines were operated by the largest 
percentage of the respondents: the electric typewriter and copy­
ing machines by 58.1 percent.
27. The office machines used the least by the respondents were the 
electronic calculator, electronic duplicator, collator, and 
computer. No respondents operated the verifyer, interpreter, 
or reproducer.
28. One hundred percent of the respondents felt adequately prepared to 
operate the ten-key adding-listing machine, off-set duplicator, 
and the non-electric typewriter. No respondents felt qualified to 
operate the check protector, electronic calculator, electronic 
duplicator, sorter, collator, and computer.
29. Difficulty was encountered by percent of the respondents in the 
early stages of employment. Insufficient course preparation in 
school was listed by 33 percent of these respondents; difficulty 
in dealing with people was listed by 26 percent; and lack of skill 
to operate a posting machine was listed by 22 percent of the 
respondents.
Conclusions and Recommendations
Edsed upon the findings reported in Chapter IV and the comments 
given by the respondents (see Appendix E, page 57)» the following 
conclusions are drawn and recommendations made.
1, The respondents felt, in general, that the Clerical-Secretarial 
program offered at Lake Region Junior College had proven 
satisfactory for their employment needs.
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2. The "business education department at Lake Region Junior College 
should continue to place emphasis on the duties and skills being 
taught in the present Clerical-Secretarial program.
3. The respondents lacked adequate preparation in human relations, 
job application and placement, and records management. Therefore, 
increased emphasis should be placed upon these topics.
4. The respondents lacked the adequate skill to operate the following 
office machines: copying machines, posting machines, and electronic 
calculator. Eased upon this conclusion, the college should pro­
vide instruction on the above machines.
5. It is recommended that the entire Clerical-Secretarial program be 
studied and evaluated in order to determine the duplication and 
omission of subject matter as indicated by the respondents.
6. A survey of the businesses employing the graduates should be made 
to aid in the assessment of the qualifications of the workers and 
permit the businessmen to inform the college of the needs of 
business.
7. Follow-up studies of the Clerical-Secretarial graduates should be 
conducted periodically in order to keep abreast with new develop­
ments in business and for the purpose of improving the curriculum 
as a result of the findings.
8. If further follow-up studies are conducted, the questionnaire 
should include a question asking the graduates of any job they 
could not get because of inadequate preparation and what 




Return to: Mr. James E, LaBarre
Department of Business Education 
University of North Dakota 
Grand Forks, North Dakota 58201
A FOLLOW-UP STUDY OF THE 1967, 19o3, AND 1969 CLERICAL-SECRETARIAL 
GRADUATES C? LAKE REGION JUNIOR COLLEGE, DEVILS LAKE, NORTH 
DAKOTA, WITH IMPLICATIONS FOR CURRICULUM REVISION
1. Are you employed at the present time? _____Yes _____No
2. List your Clerical or Secretarial experience since your departure from 
LRJC. Start with your first position and continue to the present.






3. Listed below are the business subjects currently included in the Clerical- 
Secretarial curriculum at LRJC. Place a check mark in Column I if the 
course was taken in school. Place a check mark in Column II if the course 
is used on the job. If a check mark was placed in Column I, place a 
check mark in Column III if you feel that you were adequately prepared, 
if not leave Column III blank,
I II III
Taken Used On Adequate
In School The Job Preparation
Principles of Accounting _____ ___ _ _____
Financial and Administrative Accounting _____  _____ _____
Intermediate Accounting _____  _____ _____
Personal Income and Payroll Taxes ~____  _____  _____
Beginning Typewriting _____  _____  _____
Advanced Typewriting _____  _____  _____









Supervised Office Work Experience
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eck tha duties of all jobs you have held since graduation. If you have 
aced a check under Column I, check Column II if you feel that you were 
equately prepared for these duties in college. If you check Column I 
d feel that you were inadequately prepared leave Column II blank.
I II I II
Adequate „ Adequate
Prepa- Prepa-
!AL Duties ration BOOKKEEPING Duties ration
.encils
ng incoming and 
;oing mail 













Keep a complete set of 
books
Keep checkbook 
Fake out bills for 
customers
Fake orginal entries 
Payroll work 
Posting
Prepare financial reports 
Reconcile bank statements 
Verifying postings
Others ______________
rARIAL AND STENOGRAPHIC OPERATIONS 0? OFFICE MACHINES
se letters 










































5. What business courses taken at IRJG have helped you the most on the job? 
(List in order of importance)
l._______________________2.___________________  3.______ _ _____ _
6„ What business courses taken at LRJG have helped you the least on the job? 
(List in order of least importance)
1.____________ _ ____  2.______________ 3.____________
7. Have you taken any additional business courses since leaving LRJG? _____Yes
_____No If your answer is "Yes" please complete the following: (Place a
check mark in Column I if you received college credit for the course)
8, What problems did you encounter in the early stages of your work that 
additional course preparation at LRJG might have helped you solve?
9. In your opinion, what additional courses should be taught that were not 
available when you were in attendance at LRJG?
10, What recommendations can you make that would enable LRJC to improve its 
Clerical-Secretarial program?
APPENDIX B





I am currently enrolled in the graduate school at the University of 
North Dakota and an raking an analysis of the current Clerical- 
Secretarial program at lake Region Junior College,
As a former student, you are in an unique position to help in 
evaluating this program. Will you help to evaluate the Clerical- 
Secretarial program? By completing the enclosed form, you will 
be providing valuable information that you alone are able to 
contribute. Please take a few minutes to complete your form and 
pla.ce it in the rail today.
Replies will be treated confidentially and your name will not be 
used in any way.
We are looking forward to receiving your reply. A stamped self- 









Recently a questionnaire was mailed to you pertaining to a survey 
that is being conducted of the Clerical-Secretarial program at lake 
Region Junior College.
As explained in the letter accompanying the questionnaire, the 
primary purpose of this survey is to obtain your help in developing 
a better Clerical-Secretarial program.
While reviewing the questionnaires returned to me, it was discovered 
that yours is not among them. Knowing that this is a very busy time 
of the year and people are sometimes forgetful, I am enclosing another 
copy of the questionnaire and urging you to complete and return it to 
me today.









May I remind you to complete and return the questionnaire 
that you received concerning the Clerical-Secretarial 
program at Lake Region Junior College.
Your response is needed in order to secure as complete 
and representative a sampling as possible. Your immediate 
attention will be appreciated.
Sincerely,
Mr. James S, La Barre 
Business Education Dept., UND 






I was well satisfied with my education I received at Lake Region 
Junior College. In my opinion, it is a very fine and excellent program.
I thought the Clerical-Secretarial program at LRJC was very 
adequate, the problem lies in getting the students to really dig into 
it to get the most from it.
Teach a more thorough office practice course that would be similar 
to regular office work.
Keep up-dating the courses so that all students will be adequately 
prepared.
Train the students for special jobs so that they can step into 
that area of labor after graduation.
Require all students to take two years of training in preparation 
for a job.
I am satisfied with the training I received. All the material I 
acquired was useful in past employment or will be useful I am sure.
Spend more tine using dictaphones in typing classes because that 
is what is typed from now.
Practice should be given in interviewing for a job, how to fill 
out job applications, and where to go when looking for a job.
Teach the students how to use the posting machine.
Teach the students to have patience when working with people.
Place more emphasis on production work rather than on speed in 
Advanced Typewriting.
Teach more kinds of business machines, such as posting, proofing, 
and trial balance machines.
I wish they would have offered all the courses that are listed 
in the catalog.
I don't have any complaints concerning the program. I feel that 
the time I spent was most profitable.
I recommend more job training, such as an office assistant.
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In my opinion the LRJC has a very good clerical-secretarial 
program, but this was also made possible because of the good business 
teachers»
Teach an intensified Business English course including spelling 
and penmanship.
They need to teach Business English and Business law every year 
instead of every other year, that way one year students would have a 
chance to take these courses,
I think more emphasis should be put on English and grammar courses. 
Spelling and punctuation especially.
Less emphasis should be placed on shorthand and more on dictaphone 
work as I feel less shorthand is being used.
LRJC has a very good business department. The instructors were 
very helpful, to compliment and critize.
I think more emphasis should be put on receiving callers a.nd 
helping them with their problems and questions.
I felt that I was adequately trained at LRJC.
I think that they should evaluate their teaching staff in the 
business education department and hire better qualified instructors.







Mrs. Kathleen Earnard Mrs. Milton Knarreborg
Sandra Beck Mrs. James Larsgaard
Ellen 3rehmer Mrs. Dale Maser
Elyse Dibert Mrs. Wayne 0wen3
Mrs. Thomas Dion Mrs. Ben Reid
Mrs. Don Prison Mrs. Robert Reirson
Mrs. Thomas Hinderscheitt Mrs. James Wilcox
Geline Johnson Mrs. David Ziegler
Mrs. Randy Kisch
1963 Graduates
Ruth Bye Elizabeth Rohrer
Elaine Eckstrom Ann Sabin
Elsie Grant Janet Schiestel
Dorthy Helland Nancy Van Steenvort
Lynette Hill Linda Streifel
Mary Hoffart Virginia Thacker
Coleen Lingor Linda Windjue
Sue McPhail Suzanne Windjus
Paulette Quick Carol Yri
1969 Graduates
Beverly Allan Mrs. Paul Aaser
Carol Beck Louise Lange
Ardell Black Mrs. Sam Lovin
Nina Fay Carlson Linda Ottrcar
Florence Connor Mary Pake
Clarice Erickson Dianne Platt
Jeanne Gaa Cynthia Schall
Kyva Rae Gibbs Virginia Schiele
Deanna Rauschulz Terry Soggie
Barbara Keisler Pamela Standal
Cheryl Heldt Judith Tarang
Rhonda Hoff Pamela Taylor
Bette Kohanson Mildred M. Thibedeau
Mary Lou Jarolinek
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